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Incomes  not  exceeding  (from  all  sources)  £160  per  annum  are  exempt. 

„       over  f  160,  but  not  exceeding  £400,  can  claim  an  Abatement  of  £160. 
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„    £600.  „  „  £700 ,  £70. 
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Messrs.  Gee  &  Co.,  62  Moorgate  Street,  London,  E.G. 
OR    through    Stationers. 

(See    Specimen   Page   opposite). 


Some  Professional  and  otber  Opinions 

on  former  Edition  (1888)  of 

TREATISE    OK    RETAILERS'    BOOK-KEEPIKG    SIMPLIFIED, 

"THE  RECORD-BOOK  SYSTEM," 

BY 

JAMES   FINDLAY,  Chartered  Accountant,  Birmingham. 


His  Honour,  the  County  Court  Judge,  Birmingham— 

The  plan  seems  excellent." 


The  Official  Receiver,  Birmingham— 

♦*  From  a  cursory  glance,  it  appears  a  very  useful  work." 


President  of  the  Birmingham  and  Midland  Society  of 
Chartered  Accountants — 

"Admirably  adapted  to  the  purpose." 


An  Income  Tax  Surveyor— 


"  The  adoption  of  some  such  system  would  be  the  truest  economy  ; 
with  it  a  Trader  could  easily  ascertain  his  position,  and  for  nominal 
expense  have  an  account  prepared  for  Income  Tax  Appeals." 


The  Lecturer  on  Book-keeping,  Heriot=Watt  College, 
Edinburgh— 

"  Your  valuable  Treatise  is   so  clear   and   simple,  I  shall  have  the 
greatest  pleasure  in  recommending  it." 


Maypole  Dairy  Company  (Lim.),  London— 

Dated  1st  December  1900. 

"  In  reply  to  your  enquiry,  we  beg  to  say  that  when  our  business  was 
first  started  in  1888  we  used  your  Eecord-Book  system,  and  found  it  most 
useful,  especially  in  the  case  of  our  Branch  Establishments.  Even  now, 
with  250  Branches,  our  book-keeping  is  on  a  somewhat  similar  system, 
elaborated  to  cover  the  requirements  of  a  very  large  business." 


SOME    PROFESSIONAL    AND    OTHEE    OPINIONS — COUtmued.  3 

Extract  from  ♦«  The  Accountant"— 

"  The  book  remains,  in  our  judgment,  the  simplest  and  best  adapted 
to  attain  the  end  for  which  it  was  designed  that  we  have  yet  seen." 


Birmingham  Daily  Post,  24th  January  1889. 

Tradesmen's  Booking. 

"  One  of  the  most  widespread  needs  of  English  trade  is  for  sound  and 
accurate  book-keeping  to  become  a  universal  habit,  especially  amongst 
shopkeepers  and  small  tradesmen.  Only  those  familiar  with  the  dis- 
closures of  the  Bankruptcy  Court  would  guess  how  small  a  proportion  of 
the  small  tradesmen,  who  cannot  afford  to  employ  clerks  for  the  purpose, 
keep  an  accurate  account  of  their  transactions  sufficient  to  enable  them 
to  give  them  reliable  information  as  10  their  financial  position .  INIultitudes 
of  tradesmen  slip  unknowingly  into  difficulties,  against  which  a  clear 
knowledge  of  their  own  concerns  would  most  certainly  have  secured  them. 
The  importance  of  this  deficiency  is  increased  by  the  stress  which  the 
present  law  of  Bankruptcy  lays  upon  accurate  bookkeeping  and  periodical 
Balance  Sheets.  A  minor  evil — but  one  very  widely  and  keenly  felt — is 
that  laxity  in  this  respect  places  the  small  tradesman  at  the  absolute 
mercy  of  the  income-tax  assessor  To  most  shopkeepers  and  small 
tradesmen,  however,  the  formal  complications  of  the  ordinary  system  of 
book-keeping  present  insuperable  difficulties,  aud  the  array  of  books  and 
the  repetition  of  figures  appear  quite  out  of  proportion  to  the  in.^ignificance 
of  the  transactions  to  be  recorded.  What  is  needed  is  some  more  simple, 
more  compact,  more  intelligible,  and  less  laborious  system  specially 
adapted  for  small  businesses.  This  pressing  need  a  Birmingham  accoun- 
tant, Mr.  James  Findlay,  has,  with  great  ability  and  ingenuity,  attempted 
to  satisfy.  He  has  constructed  what  he  calls  the  "  Record-Book " 
system.  Under  this  system  all  the  daily  transactions  of  a  business  may 
be  recorded  on  the  same  sheet,  and  all  other  account  books,  except,  of 
course,  a  Ledger,  may  be  dispensed  with.  By  means  of  an  ingenious, 
but  by  no  means  complicated,  system  of  columns,  every  business  transac- 
tion, whether  in  cash  or  by  cheque,  and  including  all  credit  purchases 
and  sales,  may  be  entered  in  the  same  book,  and  all  contingencies  of 
dif^count  and  returns  are  safely  provided  for.  The  system  cannot  be  here 
further  explained,  but  we  have  carefully  tested  it,  and  it  appears  to  us  to 
be  complete,  and  to  satisfy  all  the  needs  of  a  small  business — giving 
especial  facility  for  frequent  testing  of  the  position  of  the  trader,  and  at 
the  same  time  offering  no  difficulties,  and  preventing  as  far  as  may  be 
tha  possibility  of  error  to  any  person  of  ordinary  intelligence.  Mr. 
Findlay  has  explained  his  system  in  an  admirable  little  treatise  (giving 
in  full  detail  the  transactions  of  a  supposititious  firm),  which  is  published 
at  a  cheap  rate  by  Messrs.  Gee  &  Co.,  of  Moorgate  Street,  London,  and 
can  be  obtained  through  any  bookseller." 


Extract  from  **The  Boot  and  Shoe  Trades  Journal,'*  pth 

February  1889. 

'* '  The  Retailer's  Book-keeping,  Simplified  on  the  Record  System,'  by 
James  Fmdlay,  Chartered  Accountant,  for  showing  trading  results  and 
income-tax  returns,  is  well  adapted  to  the  requirements  of  the  trade, 
for  sound  and  accurate  book-keeping  is  of  the  utmost  importance  to  all 
tradesmen." 
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The  Author  has  pleasure  in  achnoioledging 
the  useful  suggestions  of  jprofessioiial  and  other 
friends^  in  some  matters  of  detail^  in  the  com- 
pilatio7i  of  this  Treatise. 


PREFACE     TO     NEW     EDITION. 


TN  this  New  Edition,  several  improvements  and  some 
curtailments,  which  experience  has  suggested,  have  been 
given  effect  to,  both  in  the  Title  of  the  Work  and  its 
contents.  Some  Professional  and  other  Opinions  on  "  The 
Eecord-Book  System  "  are  inserted  herein  at  commencement. 


J.    FINDLAY. 


Binning  hajii ,  1901 » 


GENERAL    INDEX   TO    CONTENTS. 

Note.— This  comprehensive  Index  is  to  be  referred  to  when  any  doubt  arises  as  to  what  columns  of 
Record-Book  to  use  (see  Memo,  at  foot  of  page  15),  as  well  as  for  other  information. 
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Borne  of  the  subjects  specified  above  are  referred  to  several  times  throughout  Treatise, 
endeavour  has  been  made  to  give  the  more  important  references  only. 


In  such  cases 
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INTRODUCTORY     REMARKS. 


/^WING  to  inefficient  book-keeping  there  is,  perhaps,  no 
class  of  Traders  who  have  more  difficulty  in  ascertaining 
their  financial  position,  or  preparing  an  Account  for  Income 
Tax  purposes,  than  the  Eetailer ;  and  from  a  similar  cause 
(deficient  book-keeping)  many,  it  is  believed,  drift  into 
Bankruptcy. 

The  remedy  seems  to  be  a  system  applicable  to  all,  easily 
worked,  comprising  the  fewest  possible  books,  yet  capable  of 
showing  Trading  Results  with  accuracy. 

It  is  customary  for  the  Trader  to  record  only  the  one  side 
of  a  transaction — viz.,  that  affecting  the  Buyer  or  Seller — when 
he  sells  or  purchases  goods,  omitting  altogether  the  completion 
of  that  part  of  the  transaction  which  affects  his  own  Sales 
Account  and  his  own  Purchases  Account,  and  without  tuhich 
the  preparation  of  a  Trading  or  Profit  and  Loss  Account  is 
impossible.  The  Record-Book  has  been  devised  to  meet  these 
and  other  defects.  It  acknowledges  the  "  double-entry  " 
principle  that  each  transaction  is  of  a  tiuo-fold  nature — viz., 
**  Debtor*'  and  "  Creditor.^'  The  ruling  is  so  arranged  that  it 
may  be  said  to  comprise  in  itself  a  complete  Cash  Book, 
Purchase  Book,  Sales  Book,  Heturns  Book,  Journal  or 
Adjustment  Book,  and  Ledger  Amount  Columns. 


INTRODUCTORY  REMARKS — Continued.  11 

Its  ouly  necessary  accompaaiments  are,  a  Trade  Ledger,* 
Private  Ledger,"  and  a  Press  Copying  Invoice  Book."" 

It  is  recommended  to  learners  of  the  System,  after  careful 
perusal  of  Treatise,  to  obtain  a  full-size  Eecord-Book  and  vvrite 

up  therein  the  Specimen  Transactions  given  on  Pages  18  to      Hoiu  to 

learn  the 

35   of   Treatise,   placing  the  figures  in    the  proper  columns,  Record-Book 

System. 

and  posting  where  necessary  to  Ledger  Accounts  to  be  opened 

in  a  Ledger. 

Thoroughly  carried  out,  this  will  acquaint  the  learner  with 
the  working  of  the  System  from  the  commencement  of  a 
Business  to  the  preparation  of  a  f  Trading  Account  and 
Balance-Sheet. 

J.  F. 


*  Ledgers  in  use  can  be  continued  for  these. 

**  Where  a  Press-copying  Invoice  Book  is  objected  to,  an  ordinary 
Day  Book  may  be  used,  and  the  Invoice  copied  from  it  and 
passed  through  "  Kecord-Book." 

t  Or  Profit  and  Loss  Account,  and  so  throughout  this  Treatise. 
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EXPLANATION    OF    THE    COLUMNS    OF 
RECORD-BOOK. 

{See  pages  18  to  35,  or  see  full-size  Specimen   Page  at  beginning.) 


Column  Left    SiDB. 

1  Is  for  the  insertion  of  amounts  which  have  to  be  posted 
to  the  debit  of  a  Ledger  Account.  The  name  of 
the  Account  that  has  to  be  debited  will  be  evident 
from  entry  in  Daily  Eecord  space. 

"'2  Is  for  entry  of  value  of  goods  purchased  on  Credit  or 
for  Cash. 

"3         Is  for  entry  of  Wages. 

"4  Is  for  entry  of  any  outlay  for  Trade  Expenses,  Eent, 
Eates,  or  Petty  Cash."''- 

■•-5a  Is  for  entry  of  any  goods  returned  by  a  Customer  to 
the  Firm. 

"5b       Is  for  entry  of  any  discounts  allowed  b7j  the  Firm. 

6  Is  for  entry  of  'all  Cash  whatsoevei:  received ;  and  is 

worked  as  an  ordinary  Cash  Book  (or  Cash  Account) 
debit  side. 

Eight  Side. 

7  Is  for  entry  of  all  Cash  whatsoever  paid  away  ;  and  is 

w^orked  as  an  ordinary  Cash  Book  (or  Cash  Account) 
credit  side. 

Receipts  for  moneys  paid  away  should  be  carefully  filed  in  order 
of  date  for  easy  reference. 

"8a       Is  for  entry  of  any  discounts  allowed  to  the  Firm. 

"8b       Is  for  entry  of  any  goods  returned  by  the  Firm. 

"9         Is  for  entry  of  Eeady  Money  Sales  and  Sales  on  Credit. 

10  Is  for  the  insertion  of  amounts  which  have  to  be  posted 
to  the  credit  of  a  Ledger  Account.  The  name  of  the 
Account  that  has  to  be  credited  will  be  evident  from 
entry  in  Daily  Eecord  space. 

*  These  being  the  Trading  Account  Columns  are,  for  greater  clearness, 

put  between  thicker  rulings  in  the  Specimen  Transactions  (Pages  18  to  35). 

**  A  small  book  may  be  kept  in  which  to  note  any  Petty  Cash  outlay,  and 

the  total  brought  periodically  into  Record  Book  (see  page  23). 
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METHOD    OF    USING    RECORD    BOOK. 


Principle   op 
Working. 


Cash,  Cheques, 
AND  Discounts. 


For  every  figure  on  left  side  a  corresponding 
figure  entry  must  be  made  on  right  side,  and  for 
every  figure  entry  on  right  side  a  corresponding 
figure  entry  must  be  made  on  left  side,  otherwise 
the  tiuofold  nature  of  each  transaction  alluded  to  at 
Page  10  v^^ould  be  incomplete. 

All  Bank  or  Cash  Transactions  (apart  from 
"  Beady  Money  Sales ")  to  be  entered  loithout 
delay,  and.  likewise  any  discount  against,  or  in 
favour  of.  Firm.  "  Eeady  Money  Sales "  to  be 
counted  over  and  entered  daily,  and  in  doing  so, 
money  received  in  payme'nt  of  credit  accounts  must 
not  be  included  as  "  Ready  Money  Sales,"  but 
entered  previously  when  received,  and  any  money 
paid,  out  of  "  Ready  Money  Sales  "  for  Wages, 
Petty  Cash,  or  other  outlay  must  be  included  in 
"Ready  Money  Sales,"  and  the  disbursement 
entered  as  a  cash  payment. 


Credit  Purchases.  On  receipt  of  Invoice  (and  after  checking  it) 
every  Credit  Purchase  to  be  entered  ivithout  delay, 
and  the  Invoice  carefully  .  filed  (or  pasted  in  a 
Guard-book)  for  reference  as  to  class  of  goods, 
weight,  and  price. 

Credit  Sales.  Every  Credit  Sale  to  be  entered  ivithout  delay, 

and  the  Invoice  (written  in  copying  ink)  to  be 
press-copied  in  Press  Copying  Invoice  Book  for 
reference  as  to  class  of  goods,  weight,  and  price. 


METHOD  OF  USING  RECORD  BOOK — Continued,  15 


Returns  Against  Goods  returned  to  the  Firm  to  be  entered 
without  delay,  and  a  Credit  Note  (after  being 
Press-copied  at  opijosite  end  of  Press  Copying 
Invoice  Book)  sent  to  the  Customer. 

Returns  in  Goods    returned    by    the    Firm    to   be    entered 

ivitJiout  delay  ;  and  a  Debit  Note  (after  being  Press- 
copied  in  Press  Copying  Invoice  Book)  sent  to  the 
party  from  whom  they  were  received. 

Ledger  Postings  The  only  figures  to  be  posted  daily  to  Ledgers 
are  those  in  Cohimn  1,  on  left  side,  and  in  Column 
10  on  ricrht  side. 

Columns  Not  Columns  2,  3,  4,  5,  8,  9  (the  Trading  Account 

Q^j^^^gj  ^^  1^^  transferred  to  Private  Ledger  only 
at  Stock-taking'''  time. 

Comprehensive-        ^11    Ordinary   Business    Transactions    to   come 

NESS. 

through  Eecord-Book. 


Memo. — When  any  doubt  arises  as  to  what  Columns  to  use  refer  to 
"Explanation  of  Columns  "  (Page  13),  or  refer  to  General 
Index  for  a  similar  transaction  as  a  guide ;  for  example, 

"Cheque   Dishonoured,"  refer  to  General  Index  letter  "  C." 
**  Returned  Goods  against  the  Firm,"  „  ,,  ,,     "R." 

*' Stamps  Purchased "      ..  ..,         ,,  ,,  >,     "  S." 

"  Bill  Payable  Granted ". .  ..  ,,  „  „     '«B." 

*  The  term  "  Stock-taking,"  here  or  elsewhere  throughout 
this  Treatise,  implies  also  the  preparation  of  a 
Trading  Account  and  Balance  Sheet  after  Stock  has 
been  taken 
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SPECIMEN    TRANSACTIONS. 


The  following  Suppositional  Transactions  (Pages  18  to  35) 
open  with  the  Purchase  of  Stock  and  Fixtures  of  a  Business  and 
extend  over  a  period  of  3  months.  At  the  end  of  this  period, 
Stock  is  taken ;  any  Bad  Debts  are  written  off,  and  Doubtful 
ones  valued  ;  any  further  accounts  owing  to  or  hy  the  Firm  are 
entered,  and  allow^ance  entry  is  made  for  anj^  discounts  on 
Trade  Accounts  owing  to  or  hy  the  Firm  and  consequently  not 
yet  settled.  These  adjustments  are  all  dealt  with  in  Daily 
Eecord  space  (see  Page  35). 

The  total  of  each  column  of  Eecord-Book  which  pertains  to 
the  Trading  Account  is  then  transferred  to  its  proper  place  in 
that  account  in  Private  Ledger  (see  Pages  34,  35,  and  66,  67). 
Stock  Account  in  Private  Ledger  at  the  beginning  and  end  of 
the  period  (see  Pages  62,  63)  is  transferred  to  Trading  Account, 
and  Bad  Debt  Account  in  Pi'ivate  Ledger  is  also  transferred 
(see  Page  63).  The  balance  of  Trading  Account  has  then  to 
be  dealt  with,  and  being  Profit,  is  transferred  to  the  credit  of 
Capital  Account  (see  Page  59),  thus  closing  the  Trading 
Account. 

"A  Balance-Sheet  is  made  up  (as  shown  at  Pages  68,  69)  of 
all  the  remaining  balances  in  the  Ledgers,  including  Cash 
Account  balance.  Not  only  is  a  Trader's  financial  position  on 
a  specified  date  shown  by  a  Balance- Sheet,  but  it  is  a  proof 
also  of  the  accuracy  of  the  Trading  Account,  for,  it  will  be 
observed,  if  the  Trading  Account  (Page  66)  showed  only  a 
Profit  of  £50 — carried  to  Capital  Account — the  additions  of  the 
two  sides  of  the  Balance- Sheet  would  not  agree.  Their  agree- 
ment, however,  on  the  basis  of  the  Profit  balance  of  Trading 
Account  (£60),  proves  the  arithmetical  correctness  of  that 
Account,  and  incidentally  proves  the  value  of  the  "  double 
entry  "  principle  of  Book-keeping. 

*  The  Trading  Account  only  is  necessary  for  the  Income  Tax 
Authorities  (a  three  years'  average  is  taken  where  the  Business  has 
existed  that  time),  but  the  importance  of  a  Balance-Sheet  as  a  Proof 
of  the  accuracy  of  a  Trading  Account  is  here  explained. 


SUPPOSITIONAL     TRANSACTIONS 

OF    THE     BUSINESS     OF 

T.     Z. 

the   rulings  being  an  exact  representation^  in  reduced  size, 
of  a  llecord-Book.     {See  full  size  Specimen  Page  at  commencement). 


Note. — These  extend  over  three  months,  as  a  shorter  period 
would  scarcely  suflSce  to  give  an  intelligent  and  complete  example 
of  a  Cash  and  Credit  business,  comprising  also  Bill  transactions. 
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LEFT    SIDE. 

4  5 


Trading  Account  Debits 

o 

Sundry 

JH 

Debits  to 

1 

be  posted  to 

Trade 

A 

B 

CASH 

55      ! 

Date 

Ledger 

Expenses, 

Rfturned 

Discounts 

against 

Firm 

RECEIPTS 

Sc 

Accounts 

Purchases 

Wages 

Rent, 

Goods 

'S 

Rates, 

again(.t 

^ 

Petty  Cash 

Firm 

£     s    d 

£     s    d 

£       8      d 

£      s     d 

£    s  a 

£     s    d 

£     s    d 

P3 

P3 
P2 

1897 
July   1 



_ 

_ 

_ 

_ 

5    0    0 

_ 

2 

— 



— 

0  5    0 

1  0    0 



— 

— 

" 

4  15    0 

— 

10    0    0 

— 

— 

— 

— 

— 

3 

— 

z 

1  15    0 

— 

— 

— 

9    0    0 

— 

)' 

3    0    0 

— 









PI 

,. 

10    0    0 

— 

— 

— 







P2 

)j 

18  18    0 

— 

— 

— 

— 

— 

— 

Tl 

5 



_ 

_ 

_ 

_ 

16    4    3 



5  to  7 

3  17    0 

— 

— 

— 

— 

— 

— 

Tl 

7 

_ 



_ 

_ 

_ 

_ 

22  14    8 



8  to  10 

35    0    0 

P2 

10 

70  15    0 

10    0    0 

115    0 

15    0 

57  13  11 

To  avoid  unnecessary  repetition  in  these  Specimen  Transactions 
Business,  however,  each  day's  should 


RIGHT    SIDE. 
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10 


o 

Trading  Account  Credits 

( 1 ) 

^ 

Sundry 

CASH  PAY- 

A 

B 

Credits  to 

be  posted  to 

Ledger 

U> 

MENTS 

OiQpnnnf  « 

Returned 

DAILY     RECORD 

I 

in  favor 
of  Firm 

Goods  in 

favor  of 

Firm 

Sales 

A  ccounts 

£      8      d 

£    s    d 

£     s     d 

£     s 

d 

£     s     d 

♦Commenced  Business    by  pur- 

chase of  Stock 

PI 

And  Fixtures 

PI 

And   Cash  placed  to  credit  of 

• 

current  A/c  (Y.Z.)  at  Bank 

PI 

Drawn  from  Bank 

P2 



— 





5    0    0 

Cheque  Book  from  Bank 

P2 

— 

— 

— 



0    5    0 

Paid  for  Stationery  (paper,  pens, 

ink)     . .          . .           p.  rccpt. 

— 

10    0 

— 

— 

— 

__ 

Ready  Money  Sales 

— 

— 

— 

—   . 

4    15 

0 

— 

Purchased    goods    paid    by 

Cheque          . .          p.  recpt. 

P2 

— 

— 

— 

— 

10    0    0 

Ready  Money  Sales 

— 

— 

— 

— 

9    0 

0 

— 

Wages 

— 

1  15    0 

— 

— 

— 

— 

House 

— 

3    0    0 

— 

—  ^^^ 

— 

— 

Banked 

— 

10    0    0 

— 







Sold  goods  on  credit  to  Allan 

Bain p.  Inv. 

— 

— 

— 

18  18 

0 

— 

Ready  Money  Sales 

— 

— 

— 

16    4 

3 

— 

Sold  goods  on  credit  to  Chas. 

Dunn. .          . .         ..p.  Inv. 

— 

— 

— 

— 

3  17 

0 

— 

**Ready  Money  Sales    . . 

— 

— 

— 

— 

22  14 

8 

— 

Banked    

35    0    0 

—  . 

Note. — Above-and  onwards  to  page 

35,  in  Ledger  Folio  colnmns, 

P  indicates  Private  Ledfjer. 

T         I,        Trade  Ledger. 

And  the  mark  —  indicates  that 

no  posting  to  any  Ledger  is 

necessary. 

*  With  the  object  nf  Privacy,  the 

value   of   Stock  A/c  and  Fixtures 

A/c  and  the  amount  paid  into  Bank, 

are  not  expressed  in  Record  Book, 

The  figures  representing  these  are 

in  Private  Ledger  only,    at   folios 

indicated    above    in  Ledger    Fclio 
columns. 

50  15    0 

75    8  11 

15    5    0 

several  days'  Beady  Money  Sales  are  entered  together ;  in  actual 
be  entered  separately  (see  Page  14,  paragraph  2). 
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LEFT    SIDE. 

4  5 


Trading  Account  Debits 

o 

Sundry 

1 

Debits  to 

be  posted  to 
Ledger 

Trade 

A 

B 

CASH 

u 

Date 

Expenses, 

Returned 

Discounts 

against 

Firm 

RECEIPTS 

S> 

A  ccowits 

Purchases 

Wages            Rent, 
Rates, 

Goods 
against 

Petty  Cash 

Firm 

£    s    d 

£    s     d 

£     8     d      £     s     d 

£     s     d 

£    s    d 

£    s    d 

1897 

70  15    0 

10    0    0 

1  15    0 

1    5    0 

— 

— 

57  13  11 

— 

July     10 

— 



1  15    0 





— 

— 

,, 

3    0    0 



. 









p  1 

J, 







10    0 





— 

— 

12 

— 

— 

— 

— 

— 

— 

14  17  11 

— 

12  to  14 
14 

— 

45    0    0 

— 

— 

— 

— 

— 

— 

11    9    0 

— 

— 

— 

— 

— 

— 

T  1 

15 

30    0    0 

— 

— 

— 

— 

— 

— 

P  2 

" 

— 

— 

— 

— 

— 

0    7    0 

— 

— 

>> 

, 

9    0    7 

_ 

15  to  IG 

30    0    0 

— 

—               — 

—     ■ 

— 

— 

P  2 

10 

— 

— 

— 

0    3    8 

— 

— 

— 

— 

12  18  10 

_ 

17 

25    0    0 



— 

— 

— 

— 

— 

P  2 

,, 

— 

— 

117    0 

— 

— 

— 

— 

— 

,, 

3    0    0 



]       



— 

— 

P  1 

j> 



. . 

1       . 





13    7    2 

— 

19  to  21 









. . 



5    10 

— 

22 

15    0    0 

173    4   0 

55    0    0 

5    7    0,288 

0    7    0 

127  19   5 

21 


RIGHT    SIDE. 

7 


10 


(2) 

DAILY    RECORD 


Totals  brought  forward 
Wages 
House 

Purchased  Stamps 
Ready  Money  Sales      . . 
I  Purchased  goods  on  credit  from 
-      Benjamin  Adams      .  .p.  Inv. 
[         Terms  2^%  discount 
Sold  goods  on  credit  to  Allan 

Bain p.  Inv. 

*  Received  Bill  (of  Exchange) 

No.  1  (at  2  mo«),  from  Allan 

Bain 

Allowance  on  Allan  Bain's  A/c 

at  settlement 
Ready  Money  Sales 
Discounted  and  paid  into  Bank 

Bill  Receivable  No.  1 
Discount  charged  by  Bank  on 

same 

Ready  Money  Sales 
Banked    . . 

Wages 

House 

Ready  Money  Sales 
Ready  Money  Sales 
Drawn  from  Bank 


*  Frequently  a  Bill  Receivable  is 
treated  like  a  cheque,  and  entered 
at  once  as  cash  received.  It  is  more 
correct,  however,  not  to  enter  it  in 
Cash  Book  till  discounted  or  till 
paid  at  due  date,  if  held  till  then. 
The  diie  date  should  be  recorded  in 
a  Diary,  or  a  ruled  Bill-book  may  be 
used  (see  page  76). 


T  1 
T  1 


P  2 
P  2 


P  2 


CASH  PAY 
MENTS 


£  S 
60  15 
1  15 
3  0 
1    0 


25  0 
1  17 
3    0 


80    7    0 


Trading  Account  Credits 


Discounts 
in  favor 
of  Firm 


£    S    d 


B 

Returned 

Goods 

in  favor 

of  Firm 


£   s   d 


Sales 


£    s    d 
76    8  11 


14  17  11 


11    9    0 


9    U    7 


12  18  10 


13    7    2 
5    10 


142  3    6 


Sundry 
Credits  to 
be  posted  to 

Ledger 
A  ccounts 


£      8      d 

16    5    0 


45    0    0 


30  0  0 

0  7  0 

30  0  0 

0  3  8 


15    U    0 


135  15   8 
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LEFT    SIDE. 

4  5 


Sundrv 

Tkading  Account 

Debits 

CASH 
RECEIPTS 

.2 

I 
•s 

Debits  to 

be  posted  to 

Ledger 

A  ccounts 

Purchases 

Wages 

1 

Trade 

Expenses, 

Rent, 

Rates, 

Petiy  Cash 

A 

Returned 

Good^ 

against 

Firm 

1          ^ 
Discounts 
against 
Firm 

Date 

£    s    d 
173    4    0 

£     s 
55    0 
35    0 

d 
0 
0 

£     s     d 
5    7    0 

£     S     d 

2    8    8 

£     S     d 

£     s     d 
0    7     0 

£      S      d 
127  19   5 

— 

1897 
July     22 
22 

— 

17  18 

G 

— 

— 

— 

15  17  10 

— 

23  to  24 

24 

2  15    0 
0    5    0 

9  12    8 

— 

117    0 

— 

— 

— 

4  17    y 

p  1 
p  1 

T  2 

26 

9    0    0 





— 

— 



3  16    0 

_ 
T  2 

27 
28 

20    0    0 

20    0 

0 

— 

0  15    0 

— 

—      ■ 

15  17    1 

P  2 

28  to  30 
30 

20    0    0 

— 

— 

— 

— 

— 

12  17    3 

P  2 

31 

3    0    0 

28    0 

6 

2    0    0 

0    6    8 
0    7    6 

— 

— 

— 

P  1 

" 

237  16   8 

155  19 

0 

9    4    0 

3  17  10 

•0    7    0 

181  4  10 

Note.—*  The  learner  must  not  forget  to  test,  page  by  page,  the  sum  of  the  totals  of 

It  is  not  necessary,  however,  always 
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RIGHT    SIDE. 

7 


10 


(  3) 

DAILY     RECORD 


Totals  brought  forward 

Purchased  goods  for  Cash 

p.  recpt. 

Ready  Money  Sales 

Purchased  goods  paid  by 
Cheque  . .  p.  recpt. 

House 

Charity     . . 

Wages 

Ready  Money  Sales 

Sold  goods  on  credit  to  Edward 
Fisher  . .  . .  p.  Inv. 

Ready  Money  Sales     . . 

Sold  goods  on  credit  (2  mo^)  to 
George  Hutton  p.  Inv. 

Travelling  Expenses     . . 

Banked    . . 

Ready  Money  Sales 

Purchased  goods  paid  by 
Cheque  . .  p.  recpt. 

Ready  Money  Sales 

Banked 

Wages 

House 

Petty  Cash  (Telegrams,  Clean- 
ing, &c.) 

Purchased   goods  paid  by 
Cheque  . ,  p.  recpt. 

Paid  Fire  Insurance  Premium 


£588    9    4* 


*  £588    9  4 


P  2 


P  2 


P  2 


CASH  PAY 
MENTS 


£    s    d 
86    7    0 

35    0    0 


2  16 
0  5 
117 


0  15    0 
20    0    0 


20  0  0 

2  0  0 

3  0  0 

0  6  8 


0    7    6 


172  13   2 


Trading  Account  Credits 


Discounts 
in  favor 
of  Firm 


£    s   d 


B 

Returned 

Goods 

in  f«vor 

of  Firm 


£   8   d 


Sales 


£    s    d 
142    3  5 


15  17  10 


4  17  3 

9  12  8 

3  16  0 

9    0  0 


15  17    1 
12  17    3 


Sundry 
Credits  to 
be  posted  to 

Ledger 
Accounts 


£    s    d 

135  15  8 


17  18    6 


20    0    0 


0    6 


214    1    6   201  14    8 


the  columns  of  each  side  to  sec  that  they  agree  (see  page  73), 
to  insert  these  figures. 
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LEFT    SIDE. 

4  5 


Sundry 

Debits  to 

be  posted  to 

Ledger 
A  ccounts 


£     R     d 

237  16  8 

43  17    6 

12    6 


151  17   6 


TiiADiNG  Account  Debits 


purchases 


Wages 


£     s     d 
155  19  0 


Trade  A 

Expenses,  Returned 

Rent,  Goods 

Kates,  against 

Petty  Cash  Firm 


£     R     d     £     s    d 
9    4    0       3  17  10 


£    s    d 


214  16   6 


10    0    0 

10  17    7 


455  11   9 


370  15   6 


8    0    0       1  10    8 


1  13    1 


17    4    0       7    17 


Discounts 

against 

Firm 


£    s    d 
0    7    0 


0    10 


0    5    0 


CASH 
RECEIPTS 


£      S      d 
181  4  10 

—        ITS 


0  13    0 


167  18  9 

9    7    8 

4  19    5 

5  15    1 


sec 
Ledr. 

A/cs. 
Aug. 


P  3 
T  3 


369    5   9 


25 


RIGHT    SIDE. 

7 


10 


(4) 

DAILY    RECORD 


Totals  brought  forward 
"Granted  Bill  Payable  No.  1,  (at 

1  mo.)  to  Benjamin  Adams 
Discount  allowed  by  Benjamin 

Adams  on  settling  A/c 


Note. — As  these  transactions  are 
given  chiefly  for  the  sake  of 
illustration,  to  save  repetition 
of  details,  those  for  August 
will  now  be  shown  in  totals 
only.  They  contain  nothing 
of  a  different  nature  to  what 
has  been  shown  in  July. 


Total  transactions  for  month 


Received  payment  of  Edward 
Fisher's  A/c 

Discount  allowed      do.      do. 

Keady  Money  Sales 
tPaid  for  New  Cash  Safe 

Sold  goods  on  credit  to  Maurice 
New      . .         . .  ^.  Inv. 

Ready  Money  Sales 

Paid  Railway  Account  for  car- 
riage on  goods  p.  recpt. 


*  The  due  date  and  other  particu- 
lars should  be  recorded  in  a  Diary, 
or  a  ruled  Bill-book  may  be  used 
(see  page  76). 

I  This  remains  a  valuable  Asset, 
and  is  therefore  not  charged  to  an 
F'Xpense  A/c,  but  to  Fixtures  A/c. 


P  2 


see 
Ledr. 
A/cs. 
Aug. 


CASH  PAY- 
MENTS 


£     S     d 
172  13   2 


166    6  8 


T  2  — 

T  2    j       — 

—       10    0    0 


113    1 


350  12  11 


Trading  Account  Credits 


Discount! 
in  favor 
of  Firm 


12    6 


B 

Returned 

Goods 

in  favor 

of  Firm 


£    S    d 


1     2     6 


Sales 


£      8      d 

214    1   6 


223    0   3 


4  19    6 


10  17    7 
5  15    1 


458  13  10 


Sundry 
Credits  to 
be  posted  to 

Ledger 
A  ccounts 


£    s    d 
201  14   8 

43  17    6 


154  17  6 


9    7    8 
0    5    0 


410    2   4 
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LEFT    SIDE. 

4  5 


Sundry 

Debits  to 

be  posted  to 

Ledger 
A  ccounts 


£     s  d 

455  11  9 

43  17  6 

34    2  6 

0  17  6 

15    0  0 

3    0  0 


9  16    0 
22    1    y 


50    0    0 


9  16    6 


644 


Trading  Account  Debits 


Purchases 


£     s     d 
370  15   6 


27    8    7 


27    9    0 


Wages 


2    5    0 


Trade  A 

Expenses,  !  Returned 

Bent,       i  Goods 

Rates,  against 

Petty  Cash  Firm 


B 

Discounts 

against 

Firm 


£    s    d 
7    17 


2    10 


0    6    0 
118    6 


425  13   1     19    9    0  I  11    1     1 


£     s     d 
0  13    0 


0  13    0 


CASH 
RECEIPTS 


£      S      d 
369    5  9 


17    9  5 

3  19  2 

9  16  0 

5  6  5 
3    6  0 

6  17  1 


415 19  10 


P  2 

T  5 

T  5 

P  2 

P  1 


P  2 
T  1 


T  5 
T  2 


Date 


1897 
Sept.    2 
3 


to  4 
4 


27 


RIGHT    SIDE. 

7 


10 


-^ 

^ 

o 

Tbading  Account  Credits 

(5  ) 

1 

CASH  PAY- 

Sundry 

A 

\ 
B       ! 

Credits  to 
be  posted  to 

1 

MENTS 

P)i  c^nn  n +".(5 

Returned 

Ledger 

DAILY     RECORD 

in  favor 

Goods          Sales 

A  ccotmis 

^ 

of  Firm 

in  favor 
of  Firm 

£    s 

d 

£    s    d 

£    8    d 

£      8      d 

£    8    d 

Totals  brought  forward 

— 

35012  11 

1    2    6 

— . 

458  13  10 

410    2   4 

fDue  at  Bank  Bill  Payable  No. 

1  (Benjamin  Adams) 

P  2 

— 

— 

— 

— 

43  17    6 

Paid  David  Clarke's  A/c  by 

Cheque            . .          p.  recpt. 

P  2 

— 

— 

— 

— 

34    2    6 

Discount  allowed  by  D.  Clarke 

mo 

— 

— 

0  17    6 

— 

— 

— 

Eeady  Money  Sales 

— 

— 

— 

— 

17    9    5 

— 

Banked 

— 

15    0 

0 

— 

— 

— 

— 

Paid  for  Stationery        ».  recpt. 

— 

2    1 

0 

— 

— 

— 

— 

Wages 

— 

2    5 

0 

— 

— 

— 

— 

House 

— 

3    0 

0 

— 

— 

— 

— 

Bad  Coin  returned  from  Bank 

P  2 

— 

— 





0    5    0 

*Paid  for  sundry  odd  Tools 

— 

113 

6 

— 

— 

— 

— 

Ready  Money  Sales 

— 

— 

— 

— — 

3  19    2 

— 

Purchased  goods  on  credit  from 

John  Innes      . .            p.  Inv. 

T  6 

— 

— 

— 

— 

27    8    7 

Received    Cheque  from    Isaac 

Jones    

T2 

— 

— 

— 

— 

9  16    0 

Banked     

■ — 

9  16 

0 

— 

— 

— 

— 

Sold  goods  on  credit  to  Charles 

Dunn    . .         . .           p.  Inv. 

— 

— 

— 

— 

22    1    9 

— 

Ready  Money  Sales      . .         , , 

— 

— 

— 

— 

5    6    5 

— 

Paid  Francis  Evans  by 

Cheque             . .          p.  recpt. 

P  2 

— 

— 

— 

— 

50    0    0 

Ready  Money  Sales 

— 

— 

— 

—           3    6    0 

— 

Isaac  Jones'   Cheque   returned 

from  Bank  dishonoured,  and 

charges            

P  2 

— 

— 

— 

9  16    6 

Ready  Money  Sales 

— 

— 

— 

— 

6  17    1 

— 

Purchased  goods  for  Cash 

27    9 

0 

"~~ 

t  See  remarks  on  Bills  (p.  74). 

"  These  being  small  articles  that 

may  soon  wear  out  are  charged  to 

Trade  Expenses  A/c. 

41117 

5 

2    0    0 

517  13  8 

685    8    5 

28 


LEFT    SIDE. 

4  5 


Sundry 
Debits  to 
be  posted  to 
Ledger 
A  ccounts 


£     S     d 
644    3  6 


3    0  0 

11    7  4 

6  18  0 

18    8  9 


25    0  0 

3    0  0 

16  12  2 

30    0  0 


0    3    1 


758  12  10 


Teading  Account  Debits 


Purchases 


£     s    d 
425  13   1 


31    8    0 


18  17    0 
26  14  11 


502  13   0 


Wages 


£     s    d 
19    9    0 


2  10    0 


2  10    0 


Trade  A 

Expenses,  Returned 
Rent,  Goods 

Rates,  against 
Petty  Cash         Firm 


£    s    d 
11    1    1 


£    s    d 


B 

Discounts 
against 
Firm 


£    s    d 
0  13    0 


24    9    0     11    1     1 


0  13    0 


CASH 
RECEIPTS 


£     s     d 

4151910 

5    0    0 

19  19    5 


4    8    0 


16    5    0 


16  13  11 


9  12    3 


487  18  5 


P  1 

T  3 

T  4 

T  4 


P  2 

P  1 

T  4 

T  1 


T  1 


Date 


1897 
Sept.    9 
10 

10  to  11 
11 

13 
14 


14  to  16 
17 


17  to  18 
18 


20 


21 


RIGHT    SIDE. 


10 


■ 

Trading  Account  Credits 

■            (6) 

.2 
1 

u 

CASH  PAY- 

Sundry 

A 

B         i 

Credits  to 
be  posted  to 

^^m 

MENTS 

Discounts 
in  favor 
of  Firm 

Returned 

Ledger 

^K          DAILY    RECORD 

I 

Goods 
in  favor 
of  Firm 

Sales 

Accounts 

&     8     d 

£    S    d 

£  s    d 

£     8     d 

£      8      d 

Totals  brought  forward 

— 

411  17   5 

2    0    0 

— 

517  13  8 

585     8    5 

Received  from  Isaac  Jones  on 

•  1 

A/c  of  dishonoured  Cheque  . . 

T  2 

— 

— 

—               — 

5    0    0 

Ready  Money  Sales 

— 

— 

— 

—         19  19    5 

— 

Wages 

— 

2M)    0 

— 

—     !     — 

— 

House 



3    0    0 

— 

— 

■ 

Ready  Money  Sales 

— 

— 

— 

—           4    8    0 

— 

Purchased  goods  on  credit  from 

L.  King           . .            p.  Inv. 

T  G 

— 

— 

— 

31    8    0 

Sold  goods  on  credit  to  Oswald 

Price     . .         . .            p.  Inv. 

_ 

— 

— 



11    7    4 



Sold    goods    on    credit    to  Q. 

Richards          . .           p.  Inv. 









6  18    0 



Ready  Money  Sales 

— 

— 

— 

— 

16    5    0 

— 

Sold    goods    on    credit    to    S. 

Taylor  . .         . .           p.  Inv. 



— 

— 



18    8    9 



Purchased  goods  for  Cash 

p.  recpt. 



18  17    0 





— 



Purchased  goods  on  credit  from 

N.  Mason        ..            p.  Inv. 

T  7 







— 

26  14  11 

Ready  Money  Sales 

_ 

— 

— 

— 

16  13  11 

— 

Banked     

- 

25    0    0 

— 

— 

— 

— 

Wages 

2  10    0 

— 

_ 

— 

— 

House 

— 

3    0    0 

— 



— 

— 

Sold   goods    on    credit    to    U. 



Vernon..         ..           p.  Inv. 









16  12    2 



*Bill    receivable,   No.    1,   Allan 

Bain,    returned    from  Bank 

dishonoured 

P  2 









30    0    0 

Noting  and   other  charges  on 

same 

P  2 

— 

— 

— 

— 

0    3    1 

Ready  Money  Sales 

9  12    3 

— 

*Allan  Bain's  A/c  is  debited  and 

the  Bank  A/c  credited  ;  the  latter 

having  been  debited  on  i6th  July, 

when  the  Bill  was  discounted. 

466  14   5 

2  0    0 

637  18  6 

678  14   5 

80 


LEFT    SIDE. 

4  5 


Trading  Account  Debits 

Sundry 

CASH 
RECEIPTS 

.2 

1 

u 

Debits  to 

be  posted  to 

Ledger 

A  ccounts 

Purchases 

Wages 

Trade 

Expenses, 

Rent, 

Rates, 

Petty  Cash 

A 

Returned 

Goods 

agaiast 

Firm 

Discounts 

Date 

£    s    d 
758  12  10 

£      8      d 

502  13    0 

£     s  d 
24    9    0 

£       s    d 
11     1     1 

£    s    d 

£  s    d 
0  13    0 

£    s    d 

487  18   5 

1897 
Sept.  21 

13  17    2 

19  16    9 











T  2 

21 
22 



— 

— 

— 

— 

8  19    1 
15    0    0 

— 

" 

— 

— 

— 

110 
0  13    7 

— 

6    6    2 

— 

•  » 

23 
>> 

18    8    1 

— 

— 

— 

— 

— 

T  3 

f» 

— 

30  16    9 

— 

10    0 

— 

— 

— 

— 

>> 

22    3  10 

— 

— 

— 

18    8 

— 

— 

T  2 

24 

— 

13    8    0 

— 

115    9 

— 

— 

19    9    1 

— 

24  to  25 

25 

30    0    0 

— 

— 

— 

— 

— 

— 

P  2 

3    0    0 

88  17    6 

— 

2    5    0 

— 

— 

— 

— 

P  1 
P  2 

>> 

118 

27 

884  19  5 

566  14   6 

26  14    0 

16  13    1 

18    8 

0  13    0 

537  12  9 

31 


RIGHT    SIDE. 

7 


10 


Trading  Account  Credits 

(  7  ) 

.2 

Sundry 

1 

Credits  to 

S 

CASH  Pay- 

A       1         B 

be  posted  to 

bo 

ments 

r^iQr»riiTnf  c 

Returned 

Led  go- 

DAILY    RECORD 

LJliSKjKJ  nil  Ua 

in  favor 
of  Firm 

Goods 
in  favor 
of  Firm 

Sales 

Accounts 

£      R 

d 

£    s    d 

£    s  d 

£     fi     d 

£      8      d 

Totals  brought  forward 

466  U 

5 

2    0    0 



637  18    6 

678  14    5 

Sold    Goods  on   credit    to    E. 

Fisher  . .         . .         .  .p.  Inv. 









13  17    2 



Purchased    goods    for    Cash 

p.  recpt. 

— 

IS  16 

9 

— 



— 



Ready  Money  Sales 

— 

— 

— 

. 

8  19    1 



Received  Cash  from  Allan  Bain 

on  account    of    dishonoured 

Bill 

T  1 









15    0    0 

Paid  Subscription  to  Trade  Pro- 

tection Society. .        p.  recpt. 

— 

1    1 

0 

— 

— 

— 

— 

Ready  Money  Sales 

— 

— 

— 

— 

6    6    2 

— 

Paid  Railway  A/c  for  carriage 

. 

on  goods           . .          p.  recpt. 

. — 

0  13 

7 

— . 

— 

— 

— 

Sold  goods  on  credit  to  K.  Lee 

p.  Inv. 







^" 

18    8    1 



Paid  for  Postage  Stamps 

— 

1    0 

0 

— 

— 

— 

— 

Purchased  goods,  paid  by  cheque 

p.  recpt. 

P  2 

— 

— 

— 

— 

30  16    9 

Sold  Goods  on  credit  to  Geo. 

Hutton  . .         . .           p.  Inv. 



. 





22    3  10 



Goods  returned  by  E.    Fisher 

(inferior  quality)  p.  credit 7iote 

T  2 

— 

— 

— 

—  ■ 

18    8 

Paid   Gas   A/c    to    22nd   Sept. 

p.  recpt. 

— 

115 

9 

— 

— 

— 



Ready  Money  Sales 

— 

— 

— 

— 

19    9    1 

— 

Purchased  goods  on  credit  from 

F.  Evans           . .           p.  Inv. 

T  5 

— 

— 

— 

— 

13    8    0 

Banked     

— 

30    0 

0 

—       1      





Wages 

— 

2    5 

0 

—            — 

— 

— 

House 

— 

3    0 

0 

— 

— 

— 

— 

♦Received    Bill  No.    2    (at  two 

months)  from  Kenneth  Lee. . 

T  3 

— 

— 

— 

— 

38  17    6 

Paid     for    paper    and    twine 

p.  recpt. 

1    1 

8 

— 

— 

— 

*This  Bill  is  not  discounted  before 

2nd  October.    Its  value  will  be 

seen  among  Assets  on  Balance 

527  8 

2 

2    0    0 

727  1  11 

778  6    4 

Sheet  of  that  date  (see  Page  69). 
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LEFT    SIDE. 

4  5 


Trading  Account  Debits 

Sundry 

Debits  to 

be  posted  to 

Ledger 
A  ccounts 

CASH 
RECEIPTS 

'1 

u 

ai 
to 

Purchases 

Wages 

Trade 

Expenses, 

Rent, 

Rates, 

Petty  Cash 

A 

Returned 

Goods 

against 

Firm 

B 

Discounts 
against 
Firm 

Date 

£    s    d 
884  19    5 

£     s 

566  14 

28  11 

d   1   £     8      d 

6  1  26  14    0 
0         — 

£     S     d 
16  13    1 

£    S     d 
18     8 

£  s    d 
0  13    0 

£     S     d 
537  12    9 

= 

1897 
Sept.  27 
27 



— 



110 

~ 

4    6    8 

— 

" 





i 

i       — 

— 

— 

5  10    7 



28 

— 

— 

— 

— 

9    0    0 

— 

>> 

— 

— 

113    4 

— 

— 

— 

— 

>» 

20    0    0 



— 

— 

— 

- 

6    14 
10    0    0 

P  2 

29 

>> 

32  17    6 

~~ 



— 

5  13    2 

T  6 

30 

— 

i 

15    0    0 

— 

— 

— 

— 

jj 

— 

— 

— 

0    7    6 

.    — 

— 

— 

>> 

3  16    0 

— 

— 

— 

— 

— 

— 

T  6 

" 



— 

— 

0    9    9 

— 

— 

— 

— 

)> 

20    0    0 
3    0    0 

— 

2  10    0 

~ 

— 

22    4  10 

P  2 
P  1 

Oct.lto2 
2 

>> 

964  12  11 

595  5 

6  i  29    4    0 

35    4    8 

18    8 

013    0 

600  9    4 

33 


(8) 

DAILY    RECORD 


Totals  brought  forward . . 
Purchased  goods  on  credit  from 

Hugh  Grant..  p.  Inv. 

Keady  Money  Sales 
Paid   Subscription  to  Hospital 
p.  recpt. 
Ready  Money  Sales 
Received     payment     of     Geo. 

Hutton's  A/c . .         ; . 
Paid     Solicitor's     charges    for 

advice,  re  sundry  matters  at 

Purchase  of  Business^,  recpt 
Banked     . . 
Ready  Money  Sales 
Received  Cash  from  Allan  Bain 

on  account  of   dishonoured 

Bill 

Ready  Money  Sales 

Paid    Hugh    Grant's     A/c    by 

cheque  . .  p.  recpt. 

Paid  Rent  for  one  quarter  (29th 

Sept.)  . .         . .  p.  recpt. 

Paid  Water  A/c  for  one  quarter 

(29th  Sept.)   . .  p.  recpt. 

Returned  part  goods  purchased 

from    Hugh    Grant    (being 

damaged)       . .  p.  debit  note 
Petty  Cash  (cab  fares,  porterage, 

&c. 
Ready  Money  Sales 

Banked 

Wages 

House 


RIGHT    SIDE. 

7 


10 


T  6 


T  2 


T  1 


P  2 


CASH  PAY 
MENTS 


527 


110 


Tbading  Account  Credits 


113 
20   0 


15    0 
0    7 


0    9    9 


20    0 

2  10 

3  0 


591  9    9 


A 

Discounts 
in  favor 
of  Firm 


s  d 
0  0 


B 

Returned 

Goods 

in  favor 

of  Firm 


£    S     d 


3   16  0 


2  0  0 


Sales 


£    s    d 
727  1  11 


4    6    8 


5  10    7 


6    14 


5  13    2 


22    4  10 


3  16  0    770  18  6 


Sundry 
Credits  to 
be  posted  to 

Ledger 
Accounts 


£     s  d 
778  5    4 

28  11    0 


9    0    0 


10    0    0 
32  17    6 


858  13 10 


34 


LEFT    SIDE 

4  5 


Sundry 

Trading  Account  Debits 

CASH 
RECEIPTS 

£    s    d 
600    9    4 

fa 

§5 
to 

P  3 
P  3 

P6 

P  4 

Debits  to 

be  posted  to 

Ledger 

Accounts 

Purchases 

£    s    d 

595    5    6 

Wages 

Trade 

Expenses, 

Rent, 

Rates, 

Petty  Cash 

A 

Returned 

Goods 

against 

Firm 

B 

Discounts 

against 

Firm 

Date 

£    8    d 
964  12  11 

2  11    7 

4  16    6 

5  0    0 
819    7 

£    s    d 
29    4    0 

£      S    d 
35    4    8 

0    9    1 

5    0    0 

111    6 

£  s    d 

18    8 

£  S     d 
0  13     0 

3  10    0 

1897 
Oct.    2 

>» 

M 

>> 
>» 
>» 
M 

986    0    7 
Already 
posted  to 

Ledger  A/cs 
in  detail. 

595    5   6 
P 
5 

29    4    0     42    5    3 
P                 P 

5           1           5 

i 

18    8       4    3    0 
P                 P 
5                     5 

Sales       1 

600    9  4! 

3  10    0 

— 

— 

— 

5    0    0 

8  19    7 

Sund- 
ries. 

1897 
Oct.   4 

RIGHT    SIDE. 


35 


10 


0 

Trading  Account  Credits 

(9  ) 

1 

Si 

CASH  PAY- 

Sundry 

A 

B 

Credits  to 
be  posted  to 

fe 

MENTS 

Oianrkiinf  ■ 

Returned  | 

Ledger 

DAILY     RECORD 

1 

LVllCOUUl! 

in  favor 
of  Firm 

Goods 
in  favor 
of  Firm 

1       Sales 

Accounts 

£     S      d 

£  s  d 

£    S   d 

£     S     d 

£    s    d 

Totals  brought  forward 

— 

591  9     9 

2    0    0 

3    16  0 

770  18    6 

858  13  10 

Closing    Entries    and    Adjust- 

ments for  Stocktaking  2nd 

October  (see  Page  16) 

— 

— 

— 

— 

— 

— 

Write  off  10/-  per  £  on  balance 

of  Allan  Bain's  A/c,  being 

doubtful 

T  1 









2  11    7 

Write    of!     balance    of    Isaac 

Jones'  A/c  being  a  Bad  Debt 

T  2 









4  16    6 

Bank  charges  owing  per  Pass 

Book 

P  2 

— 

— 

— 

— 

0    9    1 

Corporation  Kates  owing 

T  7 

— 

— 

— 

— 

5    0    0 

Accountant's  Fee  owing 

T  7 

— 

— 

— 

— 

1  11    6 

*Allow  for  discounts  on  Trade 

Debtors' List  (see  Page  69) 



{write  back  on  4th  Oct.)      . . 

P  6 









3  10    0 

*Allow   for  discounts  on   Trade 

Creditors'  List  (see  Page  68) 

{write  back  on  4th  Oct.) 



— 

5    0    0 





— 

Cash  balance  transferred 

8  19    7 

— 

— 

— 

— 

600    9    4 

7    0    0 

8  16  0 

770  18    6 

876  12    6 

(P  means  Private  Ledger  folio  5.) 

P 

5 

Iff 

Purch'^sa 

P 

5 

Already 

posted  to 

Ledger  A/cs 

in  detail. 

Cash  balance  transferred 

P  4 

_ 

8  19    7 

♦Discounts  allowed  on  Trade  Deb- 

tors' List  per  Balance  Sheet. 

2nd  Oct. ;  noio  ivritten  back 





3  10    0 





— 

♦Discounts    allowed    on    Trade 

Creditors'  List  per  Balance 

Sheet,  2nd  Oct. ;  tioic  loritten 

Sund- 

hack  

ries 

— 

— 

— 

5    0    0 

Note.— The  usual  entries  now  follow 

on  day  by  day,  from  4th  October, 

till  next  Stocktaking. 

*The  discounts   on  Debtors'  and 

Creditors'  Lists  are  merely  calculated 

^ 

(as  near  as  may  he)  for  Stocktaking 

purposes,  and  are  written  back  by 

the  entries    on  4th  October.     The 

actual  discount  will   be    treated  in 

usual  way  when  the  various  accounts 

in  Lists  are  settled. 

TRADE     LEDGER. 


NOTE.— In    folio    columns    in    this    Ledger 
R.B.  indicates  Record  Book. 
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INDEX 


Note. — In  actual  business,  address  should  be  stated  both  in  Index 
and  in  Ledger  Accounts. 


Debtors'  Side. 

Creditors'  Side. 

A 

folio 

Adams,  Benjamin 

folio 
5 

B 

Bain,  Allan 

1 

C 

Clarke,  David 

5 

D 

Dunn,  Charles 

1 

E 

Evans,  Francis 

5 

F 

Fisher,  Edward 

2 

G 

Grant,  Hugh 

6 

H 

Hutton,  George      . . 

2 

■  — 

I 

Innes,  John 

6 

J 

Jones,  Isaac 

2 

K 

King,  Lawrence    . . 

6 

L 

Lee,  Kenneth 

3 

M 

Mason,  Norman    . . 

7 

N 

New,  Maurice 

3 

0 

P 

Price,  Oswald 

3 

Q 

R 

Richards,  Quintin  . . 

4 

s 

Sundry  Accounts  . . 

7 

T 

Taylor,  Samuel 

4 

U 

V 

Vernon,  Uriah 

4 

40 


(1) 


Dr. 


ALLAN 


1897 

July      5 

»       15 

To  Goods            

To  Bill  Receivable  (No.  1  dis- 
honoured) 
„    Noting  and   other   charges 

To  Balance    brought    forward 

R.B. 
1 
2 

6 
6 

£ 

18 

11 

s     d 

18    0 
9    0 

£30 

7    0 

Sept.  20 

30 
0 

0    0 

3     1 

£30 

3     1 

Oct.      2 

2 

LI     6 

Dr. 


CHARLES 


1897 
July     7 

To  Goods            

To  Goods            

R.B. 

1 

6 

£    s    d 
3  17    0 

£3  17    0 

Sept.   7 

22     1     9 

BAIN. 


(1) 


41 


1897 
July   15 


Sept.  22 

.,     29 

Oct.      2 


By  Bill  Eeceivable  (No.  1)      . . 
,,    Allowance 

By  Cash 

',',    Bad  Debt  A/-  (10s.  per  £ 

written  off    balance) 

„  Balance  carried  forward    . . 


£    8    d 

30    0    0 

0    7    0 


£30    7    0 


15    0  0 

10    0  0 

2  11  7 

2  11  6 


£30    3     1 


DUNN. 


Cr. 


i2 


(2) 


Dr. 

EDWARD 

1897 
July    26 

To  Goods            

To  Goods            

To   Balance    brought    forward 

R.B. 
3 

7 

£    s    d 
9  12     8 

£9  12     8 

Sept.  21 

13  17     2 

£13  17     2 

Oct.      2 

12     8     6 

Dr. 

GEORGE 

1897 
July    28 

To  Goods            

R.B. 
3 

7 

£    s    d 
9    0    0 

Sept.  24 

22     3  10 

1897 
Aug.     5 

To  Goods             

To      Cheque      returned,     dis- 
honoured, and  expenses    . . 

R.B. 

4 

5 

£    s    d 
9  16    0 

Sept.    8 

9  16    6 

(2) 


43 


FISHER. 


Cr. 


1897 
Sept.    1 

By  Cash    . .         . . 
„   DisoouDt 

By  Returns         

„  Balance  carried  forward    . . 

R.B. 
4 
4 

7 

£    s    d 
9     7     8 
0     5    0 

9  12     8 

Sept.  24 
Oct.     2 

1     8     8 
12     8     6 

13  17     2 

HUTTON 


JONES. 

Cr. 

R.B. 
5 

6 
9 

1897 
Sept.    6 

By  Cheque          

By  Cash 

„   Bad  Debt 

£     8      d 

9  16    0 

Sept.  10 
Oct.      2 

5    0    0 
4  16     6 

9  16    6 

u 


(3) 


Dr. 

KENNETH 

1897 
Aug.  25 

To  Goods 

>>       >> 

R.B. 

4 

7 

£    s    d 

38  17     6 

Sept.  23 

18     8     1 

Dr. 

MAURICE 

1897 
Sept.    1 

To  Goods             

R.B. 

4 

£     8     d 
10  17    7 

Dr. 

OSWALD 

1897 
Sept.  14 

To  Goods .. 

R.B. 
6 

£    s    d 
11    7    4 

(3) 


45 


LEE. 

1897 
Sept.  25 


By  Bill  receivable  (No.  2) 


R.B. 

7 


Cr. 

£    8    d 
38  17    6 


NEW 


PRICE. 


Cr. 


46 


(4) 


QUINTIN 

£    s    d 

6  18    0 


SAMUEL 

£    s    d 
18     8     9 


URIAH 


(4) 


47 


RICHARDS 


TAYLOR 


48 


(5) 


Dr. 


BENJAMIN 


1897 
July  31 


Aug.  19 


To  Bill  Payable  (No.  1) 
,,  Discount 


To  Goods.. 


Memo. —  Were  a  ftirther  purchase  of  goods 
made  from  B.  A .,  this  debit  would  be  arranged 
in  the  settlement,  as  a  contra  account. 


E.B. 

4 
4 


£    s    d 

43  17     6 

12    6 


45    0    0 


10    4    0 


D7: 


DAVID 


1897 
Sept.    3 

>> 

To  Cheque           

,,  Discount        

R.B. 
5 

5 

£     s    d 

34     2     6 

0  17     6 

35     0    0 

Dr. 


FRANCIS 


(5) 


49 


ADAMS. 

^Cr. 

1897 
July  14 

By  Goods 

R.B. 

2 

£    3    d 
45    0    0 

45    0    0 

CLARKE 


50 


(6) 


-Dr. 

HUGH 

1897 
Sept.  30 

To  Cheque           

To  Returns         

„  Balance  carried  forward     . . 

R.B. 

8 

8 

£    s     d 
32  17    6 

Sept.  30 
Oct.      2 

3  16    0 
24  15     0 

28  11     0 

Dr. 


JOHN 


Dr. 


LAWRENCE 


(6) 
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GRANT. 


Cr. 


1897 
Aug.  31 

By  Goods 

By  Balance  brought  forward  . . 

R.B. 
4 

8 

£     8     d 
32  17    6 

Sept.  27 

28  11    0 

28  11    0 

Oct.     2 

24  15     0 

INNES. 
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(7) 


Dr. 


NORMAN 


Dr. 


SUNDRY 


(7) 
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MASON. 


Cr. 


ACCOUNTS. 


Cr. 


1897 
Oct.     2 


By  Corporation  Rates 
,,   Accountant  .. 


R.B. 
9 
9 


£  s  d 
5  0  0 
1  11    6 


PRIVATE     LEDGER. 


NOTE.— In    folio    columns    in    this    Ledger 
P  indicates  Private  Ledger, 
R.B.       ,,  Record  Book, 
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INDEX. 


A 


folio 


B  Bad  Debt  Account  3 

Bank  Account         2 

Balance  Sheet         . .  6 

Bills  Receivable  Account 2 

Bills  Payable  Account      . .         . .         . .         . .         . .  2 

Capital  Account  (Y.  Z.) 1 

Cash  Account  (also  see  Record  Book,  columns  6  &  7)  4 

Discount  and  Allowances  Account  (see  Record  Book, 

columns  5b  &  8a)       — 

E 

F  Fixtures  Account 

G 

H  House  Account 

I 

J 

K 

L  Lists  of  Debtors  and  Creditors 

M 

N 

O 

P  Purchases  Account  (see  Record  Book,  column  2) 

Petty  Cash  Account  (see  Record  Book,  column  4) 

Q 

R  Rent  and  Rates  Account  (see  Record  Book,  column  4) 

S  Stock  Account         . .         . ,,         . .         . .         . .         - .  3 

Sales  Account  (see  Record  Book,  column  9)  . .         . .        — 

Trading  Account     . .         . .  . .  5 

Trade  Expenses  Account  (see  Record  Book,  column  4)        — 

U 

V 

W  Wages  Account  (see  Record  Book,  column  3) . 
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(1) 


Dr. 


CAPITAL 


1897 
Oct.  2 


To  House  Account 
,,  Balance  carried  forward 


&      s    d 

42     0     0 

338    0    0 


£380    0    0 


Ih. 


HOUSE  ACCOUNT 


1897 

R.B. 

£  s  d 

&       H      d 

July  3  T 

0  Cash 

1 

— 

3  0  0 

10   , 

2 

— 

3  0  0 

17   , 

2 

— 

3  0  0 

24   , 

3 

— 

2  15  0 

M 

,  (Charity) 

3 

— 

0  5  0 

31   , 

3 

— 

3  0  0 

Aug.     , 

4 

— 

12  0  0 

Sept.  4 

5 

— 

3  0  0 

11   , 

6 

— 

3  0  0 

18   , 

6 

— 

3  0  0 

25   , 

7 

— 

3  0  0 

Oct.  2   , 

8 

— 

3  0  0 

£42  0  0 

(1) 
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ACCOUNT  OF  Y.  Z. 


Cr. 


1897 
July  1 


Oct.  2 


By  Stock  (Paid  for  same) 
,,  Fixtures      ,,        ,, 

,,  Bank  Account  (paid  in) 

„    Trading  Account  (net  profit) 


Oct.  2     By  Balance  brought  forward  . . 


£    8  d 

220  0  0 

30  0  0 

70  0  0 


£      s    d 

320    0    0 
60    0    0 


£380    0    0 


338     0     0 


(OR  DRAWING  ACCOUNT,  Y.  Z.). 


Cr. 


1897 
Oct.     2 


By  Capital  Account    (amount 
transferred) 


£    s    d 


£42    0    0 


£    s    d 
42    0    0 
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(2) 


Dr. 


BANK 


1897 
July    1 

3 

10 
16 
17 
28 
31 


To  Capital  Account 


Aug. 
Sept. 


4 

6 

18 

25 

28 

Oct.     2 


..  Ca 

\\  Bi 
,,  Ca 

sh 

11  Keceivable  (No.  1)       . . 
sh 



Oct.     2     To  Balance  brought  forward  . 


P 

1 

R.B. 

1 
1 
2 
2 
3 
3 
4 
5 
5 
6 
7 
8 
8 


£ 

s 

d 

70 

0 

0 

10 

0 

0 

35 

0 

0 

30 

0 

0 

25 

0 

0 

20 

0 

0 

20 

0 

0 

81 

0 

0 

15 

0 

0 

9 

16 

0 

25 

0 

0 

30 

0 

0 

20 

0 

0 

20 

0 

0 

£410  16    0 


48  17     5 


Lh: 


BILLS  RECEIVABLE 


1897 

R.B. 

£ 

g 

d 

£      8 

d 

July  15 

To  Allan  Bain  (No.  1)  . . 

2 



30    0 

0 

Sept.  25 

,,  Kenneth  Lee  (No.  2) 

7 

38  17 

6 

Dr. 


BILLS  PAYABLE 


(2) 
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ACCOUNT. 


Cv. 


1897 
July     2 

3 

16 
22 
24 
30 
31 

Aug. 

Sept.    3 

6 

7 
8 

20 


23 

30 

Oct.     2 


By  Cash 


(Cheque  Book) 

Discount  on  Bill  Rec'ble  No.l 
Cash 


Bill  Payable  (No.  1) 

Cash 

„     (bad  coin  4th) 


Isaac  Jones  (cheque  dis- 
honoured and  expenses) . . 

Allan  Bain  (Bill  Receivable 
No.  1  dishonoured) 

Allan  Bain  (notarial  and 
other  charges) 

Cash 

>»      •  •         •  •         •  • 

Charges  (per  Pass  Book)    . . 
Balance  carried  forward  . . 


R.B. 

£  8  d 

1 



1 



1 



2 



2 



3 

— 

3 



3 

— 

4 



5 

— 

5 

— 

5 



5 

— 

5 

— 

6 

— 

6 



7 

— 

8 

— 

9 

— 

-- 

£  s 

d 

5  0 

0 

0  5 

0 

10  0 

0 

0  3 

8 

15  0 

0 

17  18 

6 

20  0 

0 

28  0 

6 

33  3 

0 

43  17 

6 

34  2 

6 

0  5 

0 

50  0 

0 

9  16 

6 

30  0 

0 

0  3 

1 

30  16 

9 

32  17 

6 

0  9 

1 

48  17 

5 

£410  16 

0 

ACCOUNT. 


Cr. 


ACCOUNT. 
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(3) 


Dr 

STOCK 

1897 
July     1 

To  Capital  Account 

To  Trading  Account  (valuation 
this  date) 

P 
1 

P 

5 

£    s    d 

£      s    d 
220    0    0 

£220    0    0 

Oct.     2 

178    0    0 

Dr 

FIXTURES 

1897 
July     1 

To  Capital  Account 

P 

1 

R.B. 

£    s    d 

£       8      d 

30    0    0 

Sept.    1 

,,  Cash  (new  Safe) 
To  Balance  brought  forward  . . 



10    0    0 

£40    0    0 

Oct.     2 

40     0     0 

The  details  of  Stock  and  of  Fixtures 
are  usually  written  out  on  a  list  or 
schedule,  or  in  a  book. 

Dr. 

BAD  DEBT 

1897 
Oct.      2 

To  Allan  Bain  10/-  per  £  on 
balance  of  account  written 
off 

,,  Isaac  Jones  balance  of  ac- 
count written  off.. 

R.B. 

9 
9 

£    s    d 

£    s    d 

2  11    7 
4  16    6 

£7    8    1 

(3) 
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ACCOUNT. 

Cr. 

1897 
Oct.     2 

By  Trading  Account     . . 

p 

5 

£     8     d 

£     s    d 
220    0    0 

£220    0    0 

ACCOUNT.f 

Cr. 

1897 
Oct.     2 

By  Balance  carried  forward    . . 

1-  This  Account  would  be  subject 
to  a  deduction  of  5%  or  10%  yearly 
for  depreciation. 

£    s    d 

£     s    d 
40    0    0 

ACCOUNT. 

Cr. 

1897 
Oct_     2 

By  Trading  Account   (balance 
transferred) 

P 
5 

£     8     d 

£    s    d 
7    8    1 

£7    8     1 

64 


(4) 


Lh: 


CASH 


1897 
Oct.     2 


To'Balance  transferred 


£    s    d 
8  19    7 


(4) 
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ACCOUNT. 


Cr 


1897     ' 
I  Oct.     4      By  Balance  transferred 


*  This  credit  entry,  it  will  be  ob- 
8erv^d,  is  dated  4th  Oct.,  being  after 
date  o(  Balance  Sheet,  and  is  in- 
serted here  merely  to  show  how  to 
deal  with  the  Cash  Balance  to  com- 
mence the  new  period  in  Record 
Book  (see  page  35). 
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(5) 


Dr. 


TRADING   ACCOUNT, 


1897 
Oct.     2 


i»       »» 


To  Stock,  1st  July  (amount  paid) 


,,  Purchases 

Less  Returns 


, ,  Wages    . . 

,,  Trade  Expenses,  &c. 

, ,  Rent 

,,  Rates     .. 

,,  Discounts  (against  firm) 


Bad  Debts 


,,  Balance  (net  profit)  trans- 
ferred to  Capital  Account, 
Y.  Z 


R  B 
9 


£       s  d 

595     5  6 
3  16  0 

21  17  9 

15     0  0 

5     7  6 


£     s     d 
220  0    0 


591  9     6 
29  4    0 


42  5  3 

4  3  0 

7  8  1 

60  0  0 


t954  9  10 


The  required  totals  from  Record  Book  are  here  brought  direct  to  Trading  Account. 
Income  Tax  to  the  credit  of  Trade  Expenses,  &c.,  Account,  the  debit  total  (from  Record 
Private  Ledger  (whence  had  already  been  posted  the  credit  referred  to)  and  the  balance 

*  Rent  and  Rates  are  stated  separately,  these  items 

Memo. — Supposing  Profits  to  continue  at  same  rate  as  above,  then  for  one  year 
in  1897  under  jE400  per  annum,  an  abatement  of  ^120  could  be 
Account,  and  is  not  a  proper  deduction  for  Income  Tax  purposes, 
purposes,  it  has  to  be  re-added  to  the  Profit  in  preparing  Income  Tax 


(5) 
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1st  July  to  2nd  October  1897. 


Cr. 


1897 
Oct.     2 


By  Sales 

Less  Eeturns 

,,  Discounts  (in  favour  of  firm) 

,,  Stock  (valuation  this  date)   . . 


KB 
9 


Adverting  to  Memo,  at  foot  of  this  page, 
Exemption  or  Abatements  for  Income  Tax  for  the  year  1901  from  6th  April, 
to  5th  April  1902,  are  as  follows  :— 
Incomes  not  exceeding  (from  all  sources)  £160  per  annum  are  exempt. 

„        over  iE160,  but  not  exceeding  jg400,  can  claim  an  Abatement  of  £160. 
„    £400,  „  „  £500,  „  „  „  £150. 

„    £500,  „  „  £600,  „  „  „  £120, 

„     £600,  „  „  £700,  „  „  „  £70. 


i:    8  d 

769  9  10 

7  0  0 

178  0  0 


£954  9  10 


Were  contra  entries,  hoK<ever,  to  occur,  such  as,  for  instance,  a  refunding  of  overpaid 
Book)  would,  at  Stocktaking,  be  transferred  to  Trade  Expenses,  &c.,  Account,  in 
of  that  account  only  would  appear  in  Trading  Account, 

being  easily  obtainable  from  column  4  of  Record  Book, 

the  Profit  would  be  four  times  £60,  or  £240 ;  but  on  all  Incomes  (i.e.,  from  all  sources) 
claimed  in  Income  Tax  Return.  Interest  on  Capital  is  not  charged  in  the  above 
Where,  however,  it  is  necessary  to  charge  it  against  a  Trading  Account  for  business 
Return. 
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(6) 


*  BALANCE  SHEET, 


Liabilities. 

Trade   Creditors  per  list    (see 
Page  70) 


Less  Allowance  for  Discounts 


Sundry  Creditors  (Rates,  &c.) 


Capital  Account,  Y.Z.  . . 

On  1st  July  was      . .  £320    0    0 

Add     Profit      per 
Trading  A/c 

£60  0  0 


Deduct 
House  A/c 


42  0  0 


18    0    0 


As  above  £338    0    0 


RB 


£      s  d 

123  14  6 

5    0  0 


£     s  d 

118  14  6 
6  11  6 


338     0  0 


£463     6  0 


(See  Page  16, 


(6) 
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2nd  October  1897. 


Assets. 
Trade  Debtors  .. 


(Good  accounts)  per    list    (see 
Page  71)  

Doubtful    account,    per    list, 
valued  at 


Less  Allowance  for  Discounts 


j  Bank  Account     .. 
(Balance  in  bank) 

Bills  Receivable  Account 
(No.  2:  K.  Lee,  on  hand) 


Stock  Account    . . 
Fixtures  Account 


Cash  Account 
(Balance  on  hand) 


RB 

9 

P 
2 


£    8  d 

149  10  0 
2  11  6 


152     1  6 
3  10  0 


£    s  d 


148  11  6 
48  17  5 

38  17  6 

178     0  0 

40    0  0 

8  19  7 


£463    6  0 


last  paragraph.) 


70 


(7) 


CREDITORS'   LIST 
2nd  October  1897 
Francis  Evans 
Hugh  Grant 
John  Innes . . 
Lawrence  King 
Norman  Mason 

P 

Per  Balance  Sheet    6 


Rates,  &c.,  owing. 


£    s    d 


£    s 

d 

13   8 

0 

2415 

0 

27   8 

7 

31   8 

0 

26 14  11 

£128  14 

6 

611   6 


(7) 
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DEBTORS'    LIST. 
2nd  October  1897. 
Charles  Dunn 
Edward  Fisher 
George  Hutton 
Kenneth  Lee 
Maurice  New         •  • 
Oswald  Price 
Quintin  Richards.. 
Samuel  Taylor 
Uriah  Vernon 
Benjamin  Adams  . . 


Doubtful  Account. 

Allan  Bain  £5  3s.  Id.,  valued  at, 

say,  10s.  per  £. 

P 
Per  Balance  Sheet  6 


£    s  d 

T 

1 

22  1  9 

2 

12  8  6 

2 

22  310 

3 

18  8  1 

3 

1017  7 

1   3 

11  7  4 

J  ^ 

618  0 

4 

18  8  9 

4 

1612  2 

5 

10  4  0 

£    s  d 


211  6 


£152   1   6 
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APPEAL    AGAINST    AN    OVER-ASSESSMENT     FOR 
INCOME    TAX. 


Income  Tax       Notice  in  writing  should  be  given  to  Surveyor  of  Taxes, 

Acts, 
Scheduled,  immediately  on  receipt  of  Assessment  Notice,  if  over-assessed. 

Do.  Under  Section  133,  however,  where  it  is  desired  to  include 

the  profits  of  year  of  Assessment,  notice  of  appeal  should  be 
given  at  the  end  of  the  year  of  Assessment ; 

Example. — Profit  for  Year  1897  (See  Memo, 
at  foot  of  Trading  A/c  in  Private 
Ledger,  pp.  66-7)         £240     0     0 

Assessment  for  Year  1897         ...     £300     0     0 

Do.  Here,  if  the  average  Profits  of  years  1895-6-7,  are  found  to 

be  equal  to  the  sum  assessed  for,  viz  :  (£300),  no  return  of 
Tax  will  be  allowed.  If,  however,  the  average  Profits  of 
years  1895-6-7,  are  found  to  be  only  £240,  a  return  of  Tax  on 
£60  will,  on  Appeal,  be  allowed  (if  Tax  has  been  paid). 

Do.  Should   the  last   year's  Profits   be   as   much   as   the    sum 

assessed,  then  although  the  three  years'  average,  including  this 
last,  is  under,  no  reduction  of  Tax  will  be  allowed. 
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50ME    ADVANTAGES    OF    THE    RECORD  =  BOOK 
SYSTEM. 


It  reduces  the  number  of  books  to  a  minimum. 

The  Eecord-Book  is  handy,  and  convenient  to  lie  on  desk. 

It  is  uniform,  the  entries  being  in  same  "  Daily  Eecord  " 
space  below  one  another. 

It  shows  in  one  book  a  concise  history  of  the  transactions 
of  the  Firm. 

It  does  not  necessarily  divulge  the  details  of  entries  of  a 
confidential  nature  (see  page  19  at  foot). 

In  a  Business  where  the  value  of  Stock  does  not  vary 
appreciably,  the  Net  Profit  to  any  date  can  be  closely  estimated 
by  taking  the  difference  of  the  sums  of  the  totals  of  Columns 
9  and  8  and  the  sum  of  the  totals  of  Columns  5,  4,  3,  2 ; 
allowing  the  required  amount  for  any  Eent,  Eates,  or  other 
periodic  charge  not  paid. 

It  is,  however,  always  safer  to  take  Stock  before  calculating 
Profits. 

At  any  time  prior  to  Stock-taking  the  accuracy  of  the 
figures  in  the  Ledgers  can  be  proved  by  abstracting  the 
balances,  and  taking  the  difference  between  the  total  of  the 
debit  balances  and  the  total  of  the  credit  balances.  Their 
difference  should  agree  with  the  difference  between  the  totals 
of  Columns  1  and  10  of  Eecord-Book. 

The  arithmetical  correctness  of  the  figures  on  left  side  and 
on  right  side  can  at  any  time  he  proved  by  taking  the  sum  of 
the  totals  of  the  Columns  of  each  side,  which  must  agree.'-' 

It  educates  the  user  in  the  principles  of  double  entry 
book-keeping. 

It  shows  Trading  Eesultsand  provides  (subject,  it  may  be,  to 
certain  Statutory  Adjustments)  the  required  particulars  for 
Income  Tax  Eeturns. 

*  See  totals  at  foot  of  page  23. 
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BILLS    OF    EXCHANGE. 

(See  Specimens  of  Style  Page  75)  \ 


Bill  transactions  should  be  discouraged  in  Eetail  Businesses, 
but,  where  unavoidable,  the  following  remarks  may  be  found 
useful. 

A  Bill  Keceivable,  is  a  Bill  Eeceived,  and  payable  to  order 
of  the  recipient  (see  Page  21). 

At  a  Stocktaking  period,  the  Bills  Eeceivable  Book  should 
be  examined,  to  see  if  there  are  any  Bills  not  yet  due,  on 
which  there  is  any  risk  of  loss,  and  allowance  should  be  made 
for  any  such  contingency. 

A  Bill  Payable  is  a  Bill  Granted  (see  Page  25). 

Special  care  should  be  given  to  the  due  date,  which  should 
be  recorded  in  a  Diary,  so  that  funds  may  be  provided  to  meet 
it  when  due,  or  the  Bank  previously  advised,  if  payable  there. 

Bills  of         Three  additional  days  (called  Days  of  Grace),  are  allowed 
Exchange 

Act,  1882,    in  the  United  Kingdom  for  paying  a  Bill  after  the  date  on 
Section  14. 

which  it  is  due ;  but  Bills  falling  due  on  a  Sunday,  Christmas 

Day,  or  Good  Friday,  are,  as  a  rule,  payable  the  day  previous. 

Memo. — For  the  treatment  of  various  Bill  transactions,  refer  to 
General  Index,  under  letter  B. 
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SPECIMEN    of  style   and   wording   of    a    DRAFT    and 
of    a    PROMISSORY    NOTE. 


DRAFT 

No.  1. 

£43  17  6  Londo7i,  31  July,  1897. 

■•'-  One  month  after  date  pay  to  my  order  the 
sum  of  Forty  Three  Pounds,  Seventeen  ShiUings  and 
Sixpence,  Stg.,  value  received. 
Mr.  Y.Z.  B.A. 

London. 

*  This  should  be  crossed  as  follows : — 
"Accepted,  Payable  at Bank. 

Y.Z." 

{See  Suppositional  Transactions,  Page  25). 

This  is  termed  a  Draft,  because  B.A.  draws  the  Bill  on  Y.Z., 

who  has  to  accept  it  before  he  is  responsible  for  its  payment 

when  due. 

The  above  Draft,  after  being  accepted  by  Y.Z.,  would  also  be 

termed  Y.Z's.  "  Acceptance." 

In  actual  business  the  name  of  Bank  would  be  given. 

PROMISSORY    NOTE. 

No.  1. 

£30  0  0  London,  15  July,  1897. 

Two  months  after  date  I  promise  to  pay  to 
Mr.  Y Z or  order  the  sum  of  Thirty  Pounds 

Sterling  value  received. 

A B 

{See  Suppositional  Transactions,  Page  21). 
This  is  termed  a  Promissory  Note  because  it  is  worded  in 
the  form  of  a  promise.     It  requires  no  acceptance  like  a  Draft, 
being  already  signed  by  the  person  who  has  to  pay  it  when 
due. 

Memo. — The  above  Bills  would  each  require  a  sixpenny  impressed 
stamp,  aiad  would  be  drawn  up  oa  the  usual  size  of  form. 
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